Bids - Vendor Responses

Quick Reference Guide

BuyMichigan:

Introduction
The “Vendor Responses”
responding to a Bid.

Pre-requisites

Quick Reference Guide is designed to guide a Vendor through the process of

A Vendor must be fully registered in Buy4Michigan and can log-in with their user ID and password.

Steps

Step 1:

a.) From the home screen once
logged in, select the Bids

BuyMichigan:

Basic Purchasing Inquir

tab, NIGP Code Browse | My Account | Customer Service | About Current Organization: Department of Technology Man
Home | Items v | Documents v | Vendors v | Quick Buy
Home - Welcome Back Isidra Chavez
[EFET) pashboard Regs(ff Bids(221) BP(2) Approval(0) My Reminders(1) Events(0)
Step 2: Open Bids
. Bid# Organizati Alternate Id De: Bid Opening Date | Bid Q& | Create
a.) From the Open Bids I rann " s e ‘A Qr::fe
section, select the Bid you e
are interested in by clicking i
the Create New link. AGENCY15B0001948 | Department of Technology Management Isidra Chavez breathalyzer 10402014 11:01:00 | View {Create
and Budget testing AN \Qm )
0123458000146 Department of Training C20150342- Buy4Hichigan Furnace and 10162014 03:00:00 | View
100000 ofm_student201 Fiters | uote

Step 3:

a.) Acknowledge the Receipt by
clicking the Yes button.

Acknowledge Receipt and View Solicitation

Bid # AGENCY15B0001948
Bid Description

breathalyzer testing

Click Yes to acknowledge the download of the bid. When you acknowledge a bid, you may receive any future correspondence regarding this
document. If you do not want to acknowledge click No, and the bid will be displayed. Do you want to continue?

Step 4:

The New Quote page displays,
defaulted to the General Tab.

a.) Fill out required & necessary
fields.
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B ters cuesions Subconoctos Moes Terns & Condions Aachments Sormary  Back o 8

Note: Certain fields may not apply to
your Organization.

. Quote & Bid# 0711480000862
Also, DO NOT check the “No Bid” Ot et o Tchnlgy, Norgeret e, Poceren
box. If you choose this option, the st i gogess Tcﬂm Test?:28
. - iscount
system will notify the Buyer that you e s o Pt U0 s
do not wish to submit a response, Bese B HnaeBit ]
which will then eliminate you from s | ol o ;
the Bid Ship Vi Tems BestWay M mﬂ M
’ Promised Date: 73

[MWDDAYYY)

I Cantict Isidra Chavez

Comments:

Please anser 'yes” here if al items you ave submiting 2 quats on are manufactured within the United States and the cost of domesiic companents
enceeds 50% of all components. [ you anewer "No”. please cick each kem Number on the [tems t2b and indicate individually whether each item meets

thess ctera.

Dete Last Update:

User Last
Updated

Step 5:

Quote 00001925 -IC LLC

estions  Subcontractors MNotes Terms & Conditions Attachments Summary

Back to Bid

a.) Select the Items Tab. S
. . Item # GQuestions Description
b.) Enter in your Unit Cost. Sequence Exist
Quantity | UOM | UnitCost Discount % Tax Rate Freight Extended
Amount
1 10 No Need breathalyzer test equipment for 5 grison facilities. One dozen per facity unless otherwise.
50 0oz 2500000 o _, 00 £125000.00

Step 6:

a.) Select the Questions Tab
and respond to the

guestions. =) tem e
1 es | Areyou a disabled Veteran? ©YVes
Note: Some responses are Required O
and the Vendor must respond in - -
order to allow the quote to be

submitted. An unanswered question
will generate a red error message.

Yibcontractors Notes Terms & Conditions Attachments Summary  Back to Bid
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You also have the option to use the
Subcontractors, Notes, and
Attachments tabs.

Subcontractor Tab: if indicated as
part of a solicitation, a response may
require you to indicate if you are
using subcontractors.

Notes: Allows vendors to record
comments, which are external.

Attachments: Allows vendor to add
necessary documentation (specs,
pricing sheet, etc.) for the quote.

Quote 00001925-ICLLC

ﬂ The guote notes tab iz for vendor users to enter usefulinTos

information is not viewable by the agency.

3 m rms & Conditions Attachments Summary

ation about the quote. Only authorized users who have access to this profile can

Back to Bid

Delete
Tote Date User Tote
-
TR C':Sidra I am a Disabled Veteran and have attached documentation to -
avez the Attachment Tab.

| Save & Continue

Step 7:

a.) Selectthe Terms &
Conditions Tab.

b.) Acceptthe Terms &
Conditions clicking the
appropriate radio button.

Quote 00001925 -IC LLC

General lems Questions

The following list constitutes all the attachments for the bid which m

Subcontractors

Notes({ Aftachments

Summary

zupplemental terms and conditions.

Bac

File Hame

Description

é_STAN DARD CONTRACT TERMS 03-21-14.doc (STANDARD CONTRACT TERMS 03-21-14.doc)

Standard Contract Terms

é_SEs [Chrysanthemum-11.jpg)

Breathalyzer Testing

@ ves () Yes with exceptions

Do you accept the terms & conditions of the bid?
© No

condmong, please note the exceptions below:

Step 8:

a.) Select the Attachments Tab
& upload your document(s).

Note: A QRG is provided with the
step-by-step process on how to
properly upload an Attachment,

Quote 00001925-IC LLC

ltems CQuestions

General

ﬂ Marking an item "Confidential” will ensure the document is only seen by relevant personnel and

Subcontractors

Notes({1) Terms & Conditiont

ﬂ Click Add Attachment to add attachments.

Ho Attachments

be displayed publict

P ——

Add Attachment
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Step 9:

a.) Select Summary Tab, scroll
down to the bottom of the
page and click the Submit
Quote button.

b.) Click OK on the pop-up
confirmation message.

Back to Bid

General Items Questions Subcontractors MNotes Terms & Conditions Attachments

Attachments: Veteran Documentation

Item Information

Print Sequence #1.0: (680 - 24) MNeed breathalyzer test equipment for 5 prison facilities. One dozen per facility 1

Quantity uon Unit Cost Discount % Tax Rate Freight Extended Amount

$125,000.00

5.0 Doz $25,000.00 0.0% 0.0% 30.00

This product was
manufactured within the
United States and the cost
of domestic components
exceeds 50% of all
components.:

Your Quote should now have a
Submitted status.

Note: If a Vendor wants to withdraw
their quote, they must do so at this
stage or else you cannot go back
into a specific Bid at a later time/date
and withdraw your quote.

Quote 00001925 -IC LLC

’f'Summary
N/

General Iftems Questions Subcontractors Notes(t) Terms & Conditions Attachments(f | Back to Bid

Submited

Quoted  0000182% Bid & AGENCYH5B0001943 Status:

Organization; Oepartment of Technology Hanagement and Budget

Winaraw Quoe
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